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This publication is one of a series of monographs issued by the Inter-
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PREFACE
This monograph provides guidelines for the effective titling of technical
reports and other documents. It is intended for scientists, engineers,
editors, and others who may be required to compose new titles. The
approach is based on the quick reader comprehension (QRC) philosophy
outlined in my earlier ILCEP Monograph 2.

I wish to thank Messrs. W. E. Jorgensen and I. G. Carlson of the NEI,
library for their interest, helpful suggestions, and criticism of the
original manuscript.

It. L. ChIadbourne
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ABSTRACT
Technical reports need proper titles to prevent information loss and
save reading time. Fortunately, the requirements of use and retrieval
are completely compatible. Main titles should employ standard termi-
nology and should be specific, precise, short, and unclassified. Sub-
titles should be used and should cover secondary-level information,
such as extent of subject coverage, type of approach, action taken, and
results achieved. Good title-subtitle units may be composed in a few
minutes' time.
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TITLING TECHNICAL REPORTS
FOR OPTIMUM USE
AND RETRIEVAL
Short, pecd/ic main tiWes using standard
.e rmiology prevent information loss;
complementary subtitles provide paich reader
comprehension

N. L. Chadbourno

THE CASE FOR BETTER TITLES
"The title of a technical paper should be one of the simplest and most
effective devices for announcement and retrieval; yet titles... are often
meaningless. "* So noted the President's Science Advisory Committee.

A good title:

Speeds routing of a document to people who really need it.

Informs readers of subject-matter coverage at a glance.

Lets librarians file and index the material so it is readily acces-
sible for future literature searches.

Assures that the document will be on call in modern document-
retrieval systems.

*See list of references on page 12.
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Still had titles prevail. They waste scientific and engineering reading
time and dery retrieval. They often lead to complete information loss.
They compound our nresent serious difficulties in scientific and tech-
nical communications.

Although improving the literature as a whole is difficult, improving
titles is simple. A clear, informative title and subtitle for a technical
report can be written in 10 minutes. This monograph gives some sug-
gestions on how to do it.

DISCIPLINE AND MAIN TITLES
The good title is starkly simple, yet inclusive. It is neither cute nor
cumbersome. It clearly reveals the coverage of the publication, and
that is all. It evidences discipline.

Fortunately, the disciplined title is ideal not only for computers but
also for i-eaders and librarians. No compromise is involved. Audience
and machine needs are completely compatible.
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m ""LE LIST

Today's scientist or engineer needs to sift through a huge volume of
literature to locate references he needs in his work. For this sifting
process, even 200-word abstracts take too long to read. Therefore the
trend I!; to replace abstract lists with title lists.$ Such lists demand
title wording that Is precise, complete, and commonly understood.
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One sort of title list Is that provided by the recent technique of per-
muted or key word In context (KWIC) Indexing. The example above Is
from the Defense Documentation Center. Here mewningful words in
pes are successively aligned by computer. An attractivehfeature is

that the process Is almost entirely automatic.. But these Inde~es are
not as useful as they should be. The trouble rests with bad titles.
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GUIDELINES FOR MAIN TITLES

Here are e•ight points to note in titling:

1. Be specific. Identify both the principal subject field and the major
subfield covered by the text.

2. Use standard terminology such as the subject headings (descrip-
tors) specified by the Defense Documentation Center 2 or the
Engineers Joint Council. 3 Uniform nomenclature is essential for
retrieval.

3. Keep titles short -- ten words or less.

4. Keep titles unclassified. Security classification severely restricts
use.

5. Remember that libraries file documents under the first significant
word in the title. Therefore, be sure this word is the appropriate
one.

6. Minimize the use of generalized terms that are inappropriate for
indexing (words such as research, development, test, investiga-
tion, survey, interim, final, etc., belong in subtitles but not in
main titles).

7. If you use recently coined acronyms in titles, also spell out the
words (unless this is prohibited by security regulations).

8. Have the wide audience in mind. Shun jargon.

Main titles function in the same manner as mail addresses on envelopes,
except that the locators in titles refer to subject fields rather than to
places. Too-general or misleading titles result in loss of documents to
the information system, just as too-general or incorrect addresses lead

to loss of mail.
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EXAMPLES OF BAD AND GOOD TITLES

.,everal titles, disguised by paraphrasing, are given to illustrate the
preceding points.

ORIGINAL COMMENT REVISION

PRELIMINARY BASE STUDY "pr.umi-u" • "p," .61. a*. IEACON-ACTUATED SIGNALINI
cludea words 4. .. mneutehie for to"IPMENT BASE) - PRE.IMI-
use in literature searbe). "se".-
is inexplicable -s it thicd-. There NARY STUDY
is no clue to the subject field at te
report. Title is worthless.

SOME OCEANOGRAPHIC Far t Stra. -uiv t t TURBIDITY AND CURRENT
MEASUREMENTS addresg envelope with only the MEASUREMENTS IN SCRIPPS

words, "State of Montana. " Llbr.
lase would probsth7,.ot ladem the CANYON
title at this report. sinoee uch as
entr7 would be measleu for re-
trieval putrposes.

IMPROVEMENT IN WEAK- "Improvement ia" end "Coneequent RADIO GAIN CONTROIt
SIGNAL RADIO RECEPTION to the Use or" are rdundt. Thi SETTINGS.FOR OPTIMUM

CONSEQUENT TO THE USE OF La unicipl Wine. WEAK- SIGNAL RECEPTION
OPTIMUM GAIN COIT,!OL

SETTINGS

AN EXPERIMENTAL PROGRAM Umad.cipned titlfn at its worst. RADIO VACUUM TUBES AS
TO DETERMINE THE FEASIBILITY Lth i rsanrotd; ono r-port VOLTAGE AMPLIFIERS

title roed w& hadty n twenty-throoOF AMPLIFICATION OF VOLTAGES words.
THROUGH THE MEDIUM OF RADIO

VACUUM TUBES AND ASSOCIATED
APPARATUS
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WHY TITLE-SUBTITLE UNITS ARE VALUABLE
A good main title pinpoints the subject covered in a report. It satisfies
the documentalist. But the reader generallv wants more information
than can be given by specific subject-field addresses. The answer is a
subtitle, rather than an unwieldy main title.

Titles and subtitles in combination save audience time. They give the
report recipient two views of the subject matter at a glance -- a long
shot with the title and a close,-up with the subtitle. The shift from one
to the other is accomplished partly through typography and layout.
Consequently, the clumsy transitional devices re-quired in straight
prose to shift topic, slant, or type of coverage are not needed. It is as
If title and subtitle were different media.

In fact, subtitles relate to titles as captions relate to illustrations.
They are complementary. Properly done, the result in either case is
an informational unit, or modul., that promotes quick reader compre-
hension. 4

GUIDELINES FOR SUBTITLES

The subtitle is the place to state:

1. Extent and timeliness of subject-matter coverage (interim report,
final report, theoretical study, survey of field, historical review,
1965 finding 4. etc. ).

2. Type of approach used (research, development, test, evaluation.
operations analysis, mathematical study. etc.).

3. Action tak,,n (it is often difficult to use an action verb in a main
title without giving the effect of an advertising blurb. this is not
true in a subtitle).

4. Special situations in authorship or conduct of work (for example.
"Joint BUS1I1PS- BUWEPS Investigation...").

5. Limitations of work (for example, comment restricting findings
to a special case).

6. RESULTS ACHIEVED! (Reportir are not suspense stories; the
sooner the accomplishment is stated, the better.)

Although main titles should always he unclassified, subtitles may be
classified if required to convey the essential information.
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R&D administrators often have many reports cross their desks each
day. They cannot study them all. So the decision to read or return
each document is usually based on cover information. Misleading
titles cause report recipients to waste time reading irrelevant material
or to waste knowledge by discarding information of importance.

FIRST SIGNIFICANT WORD
IS FILE WORD

TITLE SHOWS PM)NUO10MIAD
SUBJECTS ,off MVI tNW 11.1
COVERED UM4111'O SUBTITLE GIVES

(STANDARD DESCRIPTORS) EXTENT OF COVERAGE
-.- TIMELINESS

... - -APPROACH USED

ACTION TAKEN
"SPECIAL SITUATIONS
LIMITATIONS
RESULTS

Informative titles are required to make retrieval systems work and to
conserve audience time. Prospective readers also benefit greatly from
the use of subtitles on reports. The subtitles provide secondary-level
facts on the nature, scope, and findings of the task being reported.
They supplement the sort of Information that can be covered with the
standard subject descriptors of the main title.
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EXAMPLES OF EFFECTIVE TITLE-SUBTITLE UNITS

Here are two paraphrased versions of actual titles, together with re-
vised title-subtitle units.

ORIGINAL COMMENT REVISION

DESIGN AND•VELOPMENT OF A Too lon. wastes wrs very SIGNAL GENERATA FOR WIDE-NEW TYPE OF SIGNAL GENERATOR Inormave. "D* ad Deveo- eNlO P [ASUREETS
met of" ore excluded words. Fur-

HAVING UNUSUAL CAPABILITIES ut.rmr*, it ie better to state the
"Unusual Capablities" then to use compact troisele eertd unig
suchava• oepresion. fkespecific. pro*Udoo lb-veJS elp, WoY

oe$$e frem to k1e/a to
200 PsI. *ih~ieuS hsne~leIIec/nf

A MODEL STUDY FOR THE XYZ "A Model Study" is ambiguous. Dowe XYZ Sa wA TRANSDUCE
UNDERWATER SONAR TRANS- it mean eUsople for imitatioiam ON SUBMARINES~~uc~ ~~ niodelt Artist's I045? Ia any evar. PACNN O UMAISN the words "A Model Study" ore un-

suitable for searching and do nt con- leele-medel e0tudie shew that
tribute to the eubject-filid address, d*el bie* nd fonell u&%to
"System" seem misused. as it so Prev104 *ptemua @ee@watle per-
often In in R&D work.



The following actual title-subtitle units illustrate good practice.

ORIGINAL COMMENT

from !gltural History maglaine CONCERNING I QUETZALS This Is an outstanding achievement in inormation-
packing-- making word. do doubtl or trile duty

An eaet.W7 Il etet e5dIMOa by careful phrasing and arrangement. Nate how
Sbird ie , eret pertinent fe the reader receivesname. mud the sa nlir$ J St h$ eldfeetprlwM(~l•gr rr~l

dsm ent Jaene .red $rep ImedMtately. A paragrah at informatioas ba beok
Su e te le ee * coademed iWe twenty-one words while retaining

compatae clarity.

from an MEL report THE OMGA.LONGRIANGE Nae a title and subtitle unit hE- been used to form
NAVIGATION SYSIEM a . -ot of shor "eroot. Information content is

A ::uoxnetstln glob@l %*$work highi Subtltle length is about maimjam,

to preuld* af~raP'ft, oTrife
aseeese. end congjstolav sub-

merved ioiuIerimee with doebrCS,
Del•to I&#*e deaan d Right

Cmundeu e$peetoe aeeime l• e@on

be &bell la

from an MNL report RECEIVING ANITENA COMPLEX FOR Quift latermative. Alternative, and perhap.
2 TO I MCIS preforehe, wording fto the subtitle wold be:

"Twelve tued whips eoerate simultaaeouely on a
i l iemee *1ErtiS n of single 2-foet grounded tower."

iwel,. tuned ehipe en C eolagi.
AS-fjetl groumded tower ta &own,

to be ye.eelle

from an NEL report HEAT 1TEATMENT EFFCTS ON CAST luccect. eatsuslyig etatement of work done and
GOLD ALLOY results acieved. Title said subtitle are compte-

mentary.
Proos *d /urnetb or eelS oeatt
i1 dS0OP predlice6 opi #1mu. /10-ti-
nece endT mirliied~l+ ua#•6ijerd



OTHER TITLING TIPS
It is usually advisable to finish the manu-

script before deciding on title and subtitle.
This is because subject-matter coverage

and emphasis often change during report
preparation. Titles need to reflect content
as it is, not as it was planned.

Technical information specialists should be able to provide expert help
in titling.

Ideally:

The author roughs out title and subtitle based on his extensive

knowledge of the subject matter.

The editor uses his objective view of the report and his ability to
express ideas clearly to suggest revisions, especially to the sub-

title.

The librarian studies the proposed product (especially the main
title) and suggests terminology and word order for effective re-
trieval.

The three reach a sound decision in minutes. perhaps by telephone.

UEFINilm

__TECIKAL REPORTS
FIN

OPTUM SE
AN RETRIEVAL

A good title-subtitle combination forms a coherent, compact, informa-
tional module. It provides substantial technical information at a
glance. And it fits logically with the other cover elements, such as
by-line, agency name, and date. The cover as a whole quickly reveals
the essential elements of who, what, where, ty, when, and how.
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CONCLUSIONS

Good title-subtitle units save audience time. They aid the efficient
initial distribution of RDT&E information. And they also suit the needs
of librarians and machine retrieval devices.

The trick is to make the t it 1 e specific, precise, short, and unclassi-
fied. Select standard (DDC or EJC) descriptors for subject-field ad-
dresses. Minimize use of generalized terms that would not be appro-
priate as keys in indexes.

Make the s u b t i t 1 e complement the main title. Let it identify the extent
of coverage, type of approach, action taken, special circumstances of
the work, and - - most important - - results achieved. Let it give the
prospective reader an immediate, intelligent basis for deciding whether
to study or discard the document.

Spend the few minutes required to word titles and subtitles properly. If
feasible, enlist the aid of an editor and a librarian. A little extra effort
in titling should assure optimum use and retrieval of your reports.
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